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ICT Assistant (Placement)
Closing Date: 31 January 2014
About St. Clare’s
St. Clare’s, Oxford is an international, coeducational college with a mission “To advance international education and understanding”, something it has been doing successfully since its foundation in 1953.
The mission is integral to the ethos of the college and provides an intellectual and philosophical focus for its activities. There are, for example, students from over 40 countries studying at St. Clare’s, all but a small proportion of whom live in College houses.  In addition, the College teaches 24 languages, reflecting the linguistic richness and diversity of its community.
The College offers a variety of other courses which complement its mission, all of which are recognised as models in their field.
St. Clare’s is home to some 350 students from 45+ nationalities and employs approximately 200 people.  It operates in the beautiful conservation area of North Oxford, owns 24 buildings and leases four more. The majority of buildings are late Victorian and Edwardian and provide a distinctive atmosphere for study and living.  Standards of upkeep are high as are the costs of maintaining plants and buildings. The College has an ambitious development plan to improve the quality of its residential accommodation to a point where it will have some of the best boarding houses in the UK.  It has a beautiful library building and attractive gardens.  
Candidates are encouraged to spend time looking at the College website on www.stclares.ac.uk which provides a huge amount of information about its programmes. Even a quick perusal conveys the complexity of the courses on offer. St. Clare’s is rather more than a conventional “school” and there are, in a nutshell, three business streams, all of which operate under the direction of the Principal.
1. International Baccalaureate Diploma. Approximately 235 students follow this internationally-recognized two-year course; the majority of students will continue their studies at universities in this country.  A Preparatory IB course is also offered for a maximum of 40 students.  All full-time Pre-IB and IB students are housed in College properties within a very short distance of 139 Banbury Road.
2. Liberal Arts programme.  This programme caters mainly to American undergraduates who follow a variety of courses for one semester.  The most popular semester is the fall semester; numbers are lower in January.  In addition, inter-sessional (short courses) are provided plus closed groups (for students from one university only) in January, May and June.
3. English as a Foreign Language (EFL).  The College operates a number of different courses as part of this business stream. 
· The University Foundation Course, a one-year course which prepares overseas students for entry to British universities; it combines the study of EFL and academic subjects.
· The English with Academic Subjects Programme, an enrichment programme for students who wish to improve their English through the study of academic subjects, usually for one term.
· EFL year-round programmes for students aged 17+

Finally, a nine-week summer programme offers EFL courses, IB teacher courses, IB revision courses and bespoke courses for groups and individuals.
The College is in a strong financial position based on successful recruitment of students in all its courses; recruitment has been particularly successful for the IB programmes and for Summer Courses.
The College is proud of its liberal traditions and the warm and friendly relationships which are at the heart of its ethos.  As a place to work, there is a strong emphasis on working in a collegial way. 
Governance
St. Clare’s, Oxford is an educational charity incorporated as a company limited by guarantee. It is governed by a board of 12 trustees.  Day-to-day running is overseen by the Senior Management Group, comprising the Principal, the Bursar, the Vice-Principal, the Director of English Language Courses and the Director of Liberal Arts Courses.
About IT at St. Clare’s:
The team is made of members: Head of IT, Systems and Network Manager, Support Engineer and ICT Assistant (this position).  The IT department are responsible for the smooth running of:
· Wifi network encompassing some 25 buildings and approximately 75 WAP’s
· A local area network with a fibre gigabit backbone using Cisco switching hardware
· 20 virtualised servers mostly running Windows Server supporting Microsoft server applications like Exchange, MSSQL, SharePoint, DFS and ISA as well as business applications
· Approximately 75 Desktop PCs used by administrative staff
· Over a 100 laptops, Mac’s and iPads used by the academic community
· 12 internet connections using modern VPN and routing protocols to create a wide area network over north Oxford
· Students supply their own IT hardware which is also supported by the IT department
Reporting structure
The ICT assistant will report to the Head of IT and Network and Systems Manager. 
Purpose of the role
The role will involve substantial liaison with all ICT users, i.e. teachers, students and administrative staff and assist with the general maintenance and day-to-day running of the College’s computing facilities. 






Duties & Responsibilities:
The main responsibility within the department is end user device management and as such to provide first point of contact for support to staff and students. Tasks will typically include:-
· First line support for all students and staff for computer related problems face-to-face, via telephone and email, where possible, and forwarding to the relevant team member when problem/request is beyond experience.
· Hardware and software maintenance for desktops, laptops and tablets. Disk, memory upgrades, OS patches, software installs etc.
· Peripheral device management e.g. printers, scanners as well as some IT related lab equipment.
· Maintain a list of support issues to be resolved and tasks to be undertaken.
· Assets register maintenance to keep track of hardware around the school with periodic audits.
· Support use of AV equipment in classrooms (projectors, TV’s and sound systems).
· Purchasing new client hardware, consumables and peripherals.
· Software license maintenance and purchasing.
· User account and ID card management.
Further Involvement:
It is expected that the successful candidate becomes involved in maintaining all the systems that we run in the IT department such as:-
· Cisco switches and router configuration.
· Wi-Fi system maintenance on the Aruba based Wi-Fi network.
· Firewall configuration and maintenance.
· Network performance diagnostics and analysis.
· Server hardware and software upgrades and maintenance on the Microsoft and VMware based virtual servers.
· Systems maintenance on the many database driven systems we have in place for Student managements systems, Finance, HR, Catering, Building management and door control, Active Directory, Email (exchange) and many more.
We are constantly evolving the IT infrastructure within the school to embrace the rapid developments within the IT industry. Previous work experience students from Brookes have become deeply involved in these projects from developing online purchasing systems, implementing a new HR system, helping deploy campus wide Wi-Fi, upgrading server hardware and extending the network infrastructure. 
Many of the previous work experience students that have worked here at St Clare’s have gone on to start their postgraduate careers with first class employers such as Sophos, Jaguar and Oxford University. 



SELECTION CRITERIA
Essential
· Currently studying/recently studied a Higher/further education related course.
· The ability to communicate clearly in English, verbally and in writing. 
· Excellent inter-personal skills and an attitude to the work duties and to all College members 
·  Ability to explain complex ideas and IT principles in an understandable and accessible way
· Experience, to a medium level, in the use of standard Microsoft and other office applications, web and email.
· Enthusiasm for learning new skills in a rapidly developing IT environment
· Able to communicate well with people at any level in person, on the phone and by email.
· Ability to work under pressure 
· Willing to take ownership of other people’s IT problems and see them through to a resolution.
· Good at troubleshooting problems and using the Internet to investigate solutions.
· Logical, methodical, persevering, self-motivated and fast learning.
· Likes a new challenge every day.
Desirable
· Ability to troubleshoot and diagnose problems with, and to re-install if necessary Mac OS X desktop operating systems.
· Experience of installing, configuring and managing PC and Mac server software including Windows server and Mac OS X 
· Experience of providing support to customers 
· Experience of working in an office environment.
· Experience with Microsoft Exchange Server and Active Directory 
· The ability to quickly become an effective member of the team
· Experience of dealing with difficult customers
Outline Terms and Conditions
1. This is a one year fixed term, full time position, for 35 hours per week, Mondays to Friday.
2. The starting annual salary will be £19,000 per annum 
3. The probationary period is one month, during which time there is a one week notice period on either side. Thereafter notice is one month on either side.
4. Holiday entitlement is 22 working days per year plus normal public holidays and the period over Christmas when the College is closed. 
5. Work on a number of bank holidays will be needed with time off in lieu (the College is usually open for all such public holidays except those at Christmas and the New Year).
6. A contributory pension is offered through the College’s group personal pension scheme or an existing personal pension scheme. In all cases the employer pays double the contribution of the employee, up to a maximum of 10% of gross salary. Employee contributions above 5% may be made but do not attract employer contribution.
7. Death-in-service benefit is four times annual salary.
8. A free lunch is provided in the College dining room or The Sugar House café.

References and checks
All offers of employment and contracts are issued subject to satisfactory references and satisfactory outcomes on completion of all necessary checks, including criminal records and establishing the right to work in the UK. In some cases some or all of these checks will have been undertaken before an offer is made. Taking up employment will be subject to the satisfactory completion of all necessary procedures. Under the National Minimum Standards for Boarding Schools, we are required to follow the guidance in Safeguarding Children and Safer Recruitment in Education) and undertake additional checks on all employees:
· Full written references, and phone references on quoted referees, including current employer, maybe obtained before or after interview.  On occasion, further information may be sought in writing, by phone or by other means.  By providing details of previous employment, it is assumed that the employee/prospective employee has given consent for this contact, and no specific consent of the employee/prospective employee will be sought.  You should indicate specifically if you wish St. Clare's to refrain from contacting your current employer. References from friends or relatives will not be accepted.
· The College reserves the right to make contact with any previous employer and to make any additional enquiries it considers necessary in order to meet its responsibilities in relation to employment of people working with students who are under the age of 18 or vulnerable adults.  This is to establish the reason for leaving the position.
· Police checks / Disclosure and Barring Service checks will also be undertaken, for which employees / prospective employees are required to provide information and consent. A Certificate of Good Conduct is acceptable if you are returning from abroad. 
· Satisfactory completion of a health questionnaire.
The interview process will include some testing of key attributes.






HOW TO APPLY
Applications must be made using the College’s standard application form which can be found on the College’s website at www.stclares.ac.uk/Jobs Applications should ideally be submitted by email to recruitment@stclares.ac.uk
Alternatively, send to:	Recruitment
Human Resources Department
St Clare’s, Oxford
139 Banbury Road
Oxford OX2 7AL
Tel: 01865 552031
Deadline for applications is 31st January 2014
Interviews will take place at St. Clare’s, Oxford during the week starting 10th February 2014

Testimonials from previous and current St Clare’s work experience students
Nic Crane – recent work placement student
I am a Network Computing student from Oxford Brookes and currently work in the ICT Department at St. Clare’s. I had applied to many internship placements including Intel, Microsoft and IBM. I chose St. Clare’s over the larger companies on the grounds that I would be able to get a little more hands on with the systems. 
I have thoroughly enjoyed my time and gained a huge amount of experience which will help towards my final year at University and any future ventures. I have become familiar with some of the schools “mission critical” systems which really gives me a good idea of how production networks work. Due to my involvement in these systems I feel fully part of the team. 
The college itself has a fantastic community of friendly people. The ICT Department is a great place to work with a good fun sense of humour.
Alex Claro – final year student
During my work placement with St Clare’s I was given the opportunity to use all of my skills and learn a lot of new ones ranging from project management through to maintaining a network and working in a live environment. It was an amazing experience and one I will never forget with no two days being the same and providing me with the knowledge to begin my dissertation a year early. 



[bookmark: _GoBack]Steve Callaghan - Business Relationship Manager - Jaguar
After studying the 2nd year of my Information Technology and Management for Business degree I applied for and was offered 2 work placement roles. One was with Vodafone and the other was with St. Clare's. After carefully considering both options I decided to accept the placement with St Clare's as I knew that previous work placement students had gone on to secure excellent Graduate roles and I also felt that I would have more opportunities to get involved in real work and learn about things I was interested in.
During my time at St Clare's I was first-line support for the students, staff and teachers at the college. I also worked on a number of medium to long-term exciting projects (e.g. assisting the implementation of a new Print Strategy for the college). I also took part in a number of College events such as Staff v Students football.
Before I started work at St Clare's my average for my degree was 40.9%. After working at St Clare's I felt I had learned more in that year than I had in the previous 2 years of my degree. In my final year at University I scored straight A's in my remaining modules and Graduated on 74% (First Class honours). 
After University I applied for the Jaguar Land Rover Graduate Scheme and underwent a vigorous application process including role play tests, group assessments and one-on-one interviews - all of which I recalled on experiences I had had at St. Clare's. I was offered one of 5 roles out of 660 other applicants. I now work as the Business Relationship Manager at Halewood Operations - home to the Range Rover Evoque.
I know I wouldn't have achieved a First Class Honours degree or been offered the position I have today had I not had the opportunity of learning and experiencing at St. Clare's.
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